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NOTE :
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: i Resources/ Learning outcomes/
Month Book Unit'Chapter Topic Leaming objective Arti rted pedagogy toolks used Skills Iearnt by stud
Interactive Session asylh'bm“m e Akt i Di method wm ci Students will get syllabus awareness
Unit 1 - Introduction to IT & ITeS mdustry Student mill be able to know sbout IT and | Braanstormm method to 1dentify and | Student wall be able to know abour
Topic - Introductson to IT and ITe5 1TeS mdustry st the various IT enabled services.  [TT and TTeS mdustry
Unit 1 - Introduction to IT & ITeS ndustry Student will be able to know sbout BFO Student wall bse able to know abowt
2 Discussion method m classroom
Topic - BPO serces sarvices BPO semices
E]
i
E Unit 1 - Introduction to IT & ITeS mdustry Student will be able to know abowt BPM Disc: i Student wall be able toknow about
Topic - BPM industry in India industry e s e e i BPM industry
Unit 1 - Introduction to IT & ITeS mdustry Student wall be able to know abous . e Student vall be able to dennfy and
APRIL Topic - Structwre of the TBPM ndustry structure of IT in BPM industry 11t the various IT enabled services
Unit 1 - Introduction to IT & ITeS mdustry Student will be abls to know about Student will observe the
Topie - More on IT Apphcations applications of IT m real world Ope dRcimsion medind it ehoeeroom apphication of IT m vanous areas
Unit 1 - Communication Skills
Topic - Meaming of Commumication and the elements of | Student will be able to know about Witing Pros and cons of wnitten, Student wall be able to know sbout
¢ |the commumeanon cycle comnmumicatson shalls werbal and rbal © iAo
E Topic - Method of Communication
Unit 1 - Communication Skills Student wall be able to know sbout Practice of Writ Student will be able to kuow sbout
Topic - Perspecnves m Conmumeation Wnnng Skalls communication skalls e Ay communication skalls
. Student will be able to revise all topics ’ Student wall be able to evahiate their|
REVISION s Rl Recall method/Questoning method Enrikadge
Unit 2 - Self Management Skills - I Student wall be able to know about self Le thod Student will be able to know sbout
«  |Topic - Meamng and woportance of Self M ot ient skalls e self management shalls
|
B |Unit 2 - Self Management Skills - T Student will be able to knew about factors Student wall be able to know about
B Lecture method :
Topic - Factors that help self confidence of self management skalls factors of self management sialls
Unit 3 - ICT Skills - 1 ? =
Topic - Introduction to ICT Student will be able to know sbowt ICT |, & mictid Iscn}dwmilbe:blunkmw abon
Topic - Parts of Computer System
MaAY
Unit 3 - ICT Skills - I Stud p
Topic - Compuier Fundamentals Skl will b abe (o wowtlCT e Testing method, Recall method ?g&“ﬂ beablety ot
«  |Topic - Computer Operating System .
E Unit 3 - ICT Skills - T
Topic - The Internat Student will be able to know about internet | Discussion method in classroom m“‘““bl“‘"m'hm
Topic - The WWW
Unit 3 - ICT Skills - I
Topic - Inroduction To Email ) Practical in Lab- Craate an smarl Student wall be able to know abou
Topic - Creatmg an E-mail Account Sret weill e ahle to ki shioit Bl e comnt using Gmail E-mail
Topic - Lk Emal Address to Fmal Appheation
JUNE SUMMER VACATION
Unit 2 - Data Entry & Keyboarding Skills g;’i‘":ﬂ‘““b' Rapid Typizg Student will be able to leam bout
Topic - Use keyboard and mouse for data entry Student will be able to know about data  the keve and its the data entry skills and able to tell the
Topic - Types of keys on keyboard, Numeric keypad entry, types of keys on keyboards Mentify the keysandits use cathe | gimponce unonp various keys on
Topic - Home keys, Guide keys - leybid, D fowmevanols Lie keyboard,
e P keys on the keyboard
# | Unit 2 - Data Entry & Keyboarding Skills Students will be able to place
JULY EI Topic - Positioning of fingers on the keyboard i) ‘md:";::; abest Bagers Practice method m Lab fmgers on corsect key in four
Topic - Allocation of keys to fingers o four different row [PLACSmenton key diffetent ron of keyboard
Unit 2 - Data Entry & Keyboarding Skills
Topic - Pomting device — Mouse operatons. ) Student wall be able toweork m
Topic - User interface of Typing Tutor 15{23!:111 oall b;;ﬂh: o know-khat ?‘:‘;ﬁ:j’:bm Rapid Typing lesson editor with improved typing
Topic - Worlang with lesson editor yoisarcho K e speed
Topic - Calculatmg tvpang spesd
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Unit 3 - Digital Documentation

Topic - Getting Stmrted with a Word Processor
Topic - Features of Word Processers

Topic - Word processig appheations

Student will be able to know sbout diprtal
Documentation

Practical in Lab. Working with open
close. save md format textm
dorument

Student will be able to know abour
digatal Doctmment ation

Unit 3 - Digital Documentation
Topic - Introduction to LibreOffice
Topic - Getting started with LibreO ffice Writer vword

Tomake smdents ware about LibreOffice

[Student can change document
views start & new doclument. open
an 2xshng documsnt. save a
document. close A documment

[processer < i Practical inLab
Topic - Parts of a Wiiter Window ‘Writer and how to work in it
Topic - Creatmg a document m LibreOffice Wiiter
Topic - Saving a document in T 1breOffice Winter
Unit 3 - Digital Documentation §
Topic - Text editing - Undo and Redo ?rmﬁ ‘:dl'l:i’ly '“::ﬁn
Topie- Movingand popyig ot option, select, cut, copy, paste. and
Topic - Copy md Paste move text Theycan sd.ect’
Topic - Seleching text 7 g .
Topx - Selection ctenia Tomake students ware about aditmg Em’t:‘f“ tr.;t;;:m 1];‘:131
Topix -Selecting non-consecutrve text items faatures of LibreOffice Wiiter and howto  |Practical in Lab texctin a d t t:ﬂ:.e
Topic -Selecting a vertical block of text use them iven page t q.]:ﬂ:P] I
Topic -Find and replace option insert non-printin g charncters i a
Topxc -Jumping to the page mmmber document. apply Spellmg and
;qn: _gl:n-g;:mg chasarters grammar ophion of document, use of|
opic -Chec spelling and grammar
Topic -Using Synomyms and Thesaurus Synoayn and Thasatin
Unit 3 - Digital Documentation
Topic -Page style dialog To make sdents awvars about formartme
Topic Formatting text — Remoring mammal formatting.  [text feanares of LibreOffice Writer md | Practical in Lab AN e ol Toermet e
Cormmon text formattm g Chanmng text case, Superscnpt  |how to use them
and Subscnpt
Unit 3 - Digital Documentation
Topxc - Introduction to Formatting paragraph
Topic - Indenting paragraphs
b : Tomake stadents sware about fonmattm
Topic- Alignmg paragraphs . 91: fanaes of LineOffice Witer | PracticalinLab EEE il S fnd pople
Topw - Font colour, ghlightmg, and background colour mﬂ plmie formattmg tools by ovn
Topic - Using tullets and mumbermg
Topiw - Asupmng colour, border and backsround to
AUGUST paragraph
Unit 3 - Digital Documentation Students will demonstrate the page
Topic - Introduction to Page formamng To make students anare about page formatting such as setup basic page
Topae - Settnig up basic page layout using styles formathing featizres of LibreOffice Writer  |Practical in Lab ot using styles mserting page
Tops: - Inserting page break and how to nse them break creanng header/footer and
Topic - Creatmg headerfooter and page numbers page numbers
[ Students will able 1o define borders
}Jnll.! 'l;:iﬁi"l mm;:l::nky and backgrounds in their document:
Opl.: DXATNRE Mo chprounds To make students aware about page Aso they able to isert or fonmat
Topic - Insertiog images shapes, pecial charactersinn. |0 e Wrikr | Practicalia Lab images. shapes, special characters in
document document
and how to nse them @
Topic - Dividing page into columns
Topic - Formatting the shepe or image
Unit 3 - Digital Documentation
Topic - Creatmg table m Word Processor
Topic - Inserting row and colunm m a table
Topic - Deletme rows and columns To make students amware about creation of R Student wall be able to know about
Topi - Sphttmg and merging tables table and vartous tooks related to tables =l creation and formanon of tables
Topic - Deletmg a table
Topic - Copyme a table
Topic - Moving a table
Unit 3 - Digital Documentation
: o
TW* '“?“"“5“_1.’““““ Word Processor To make stydents learn about pnnting and - Student will be able to know about
Topio- Prist preview toms associated wrh it B Practical i Lab addmg and preview ther docwments
Topue - Controlhine pnintme 2 P
Topic - Printmg all pages, single and multiple pages
Unit 3 - Digital Documentation . :
Topi - Introduction to mail mergs :;f,;ﬂ Mzrge‘ il i :.ﬂ;::t: Students can mal merge
Topsc - Concept of data sowrce for mml merge
Revision of Unit 1 - Introduction to IT & ITeS industry |Student will be able to know sbout - S . )
and Unit 3 - Digital practical quastion know sbout practical r;j“' e L E‘K“‘l“"m d‘“ﬂ T SN i 5 e
Doucmentation quaestion | P !
SEPTEMBER TERM I EXAMINATION
f Practical m Lab— Listing the types of
s R Student will be able to know about businesses based ontheir activiry. [Srudent will be able to know sbowt
TW_‘ _T B ‘o 4e ;:;?gm;l entrepreneur skills Listing the types of busmess entities | entrepreneur skills
SCioR. opic - Types of Busmess ontheir actraty in Indin based on their Ownershep.
Unit 4 - Entrepreneurial Skills - I . VIR.- Group discussion of self — Student wall be able to know abeur
Topie - Dieselopment of Entreprenemabip :ﬁm::;]: : ;‘; toknow Kot rmles: | iliies fiak shudents St awanesdbd. |colenand vow st of
Topic - Roles and Rewards of Entreprenewshup o become successful entreprenewr.  Jentrepr Ly
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Unit 4 - Electromic Spreadhseet

Topic - Create a Spreadshsat

Topi - Introduction to spreadsheet apphcation

Topic - Starting a spreadsheer

Topic - Pasts of a spreadsheet

Topic - Rows and Columns, Cell and Cell Address

Topic - Range of cells — column range, row range. row and
column mnge

Student will be able to know sbout
electromc spreadsheet

Practical in Lab. Start the spreadubest.
Identify the rows number. column
mmber, cell address. Demonstrate to
enter the text, sumersc data ina cell |
Construct the fornmla using

mat operators

Student wall be able fo koow about
electromc spreadshest

Unit 4 - Electronic Spreadhseet

OCTOBER Topic - Apply formula and finechons in spreadsheet
Topic - Different types of data
Topic - Entermg data — Label, Values. Fornmla
Topic - Formmla, how to enter fornmla, 3 Students will apply mathemancal
Topic - Mathetumtical operatons iteed i Formmbie, o make sticknts lean formulas 400 S | practicalin Lab peialire e i by
Topae - Sumple caleulstwons using values and operators. LG
Topic - Formmilae with cell addresses and operators,
Topic - Commonly used basic fimctions in a spreadsheet —
SUM. AVERAGE, MAX. MIN, Count
Topic - Use of finctions to do calculations
Unit 4 - ELECTRONIC SPREADSHEET
3. Formatdatain the spreadshest
Topic - Formatng ool
Topic - Use of dialog boxes to forrnat values Practicalin Lsb-D shite totise
F’P‘ -f::nnmnng e gce;s wn.bh;du:m] 31:1& Student will be able to know about create  |of dinfog boxes 1o format values. Student will e able to know about
i DS TR CLECNE ). HESECR I ¥ and format i electromc spreadsheet Copy formula by draggmne the formattme data in spreadsheet
Topic - Formattng of a cell range as scientific Formmla using fill handle
Topic - Formattne a range of calls 1o display tmes i
Topx - Formatting alignment of a cell range
Topic - Speeding up data entry using the il handie
Topic - Uses of fill handle to copy formula
NOVEMBER
Unit 4 - ELECTRONIC SPREADSHEET
Topic - Understand and spply referencing
Topic - Concept of referencing To make students aware about various Student wall be able to know abour
Topic - Relative referencing types of referencing Lecturemeiliod md il lib " | oo
Topac - Mixed referencing
Topic - Absolute referencing
REVISION T T l‘s::r.:al wn Lab-Electrome Slud:n wall be able to know about
Unit 5 - Green Skills - T , VIR - Identify the problem reiated to .
Topic - Introduction to Envizonment mwmbelbbtamlhum&vu sustamable development i the ;n::nmnbeabilrakmﬂ about
Tepic - Introduction to Ecosystem COmpmEnity.
Unit & - Green Skills - 1
Topic - Types of Envromments Student will be able to know sbout I st Student wall be able to know about
Topic - Types of Ecosystems Envromments Ecosystem
Topic - Factors of influence Ecosystems
:.I:;;Ls -I.En'ml S_k:l:‘; {I}rmn o Student will be able to know about green  |Practical in Lab- Discussson about the |Student will be able to know about
Topic - Intoduction to Green Skills economy career Ophions 1 SAVIONMANT SActors, |gresn economy
Unit 5 - Digital Presentation ) Student wall be able to know about
Topic - Understd featuces of an effsctive presentation | 1 om0 200 0ROV DO GEL Hp st iaLab creatag digital presmtation
Topic - Create a presentation e effectrvely
DECEMBER
Unit 5 - Digital Presentation
Topic - Work with slides Student wall be able to know about shdes Practical in Lab Student can add different Inyout
Topic - Inserting new shdes in dipital presenmnons slides 1n thewr presentanon
Topic - Shde layout
Unit 5 - Digital Presentation
Topie - Copymg and movinp shides . Student wall be able to know about
Topic - Deletme and renaming shides m&;121: at:i e m‘;‘:::l P | Practical in Lab copy and delerz m dimml
Topxc - Copymg, movmg and deleting contents of dide el pref presentations
Topie - View a presentahon
Unit 5 - Digital Presentation s )
Topic - Format text and apply mumations Student mll be able to know shout format Practical in Lab ?nﬂu:t“?l:edahletchkmn a;:l:at
Topi - Create and use tables and create m diptal pressntations mLmn o l:" TARTA NPT,
Topic - Insert and format mmage m presentation RESSUIRNOs
& Student wall be able to know about - = 1 Student will be able to know asbout
REVISION eactical aestion Practical in Lab- Digital Presentation EE
JANUARY |Revision for AE Tests, Sample Question Paper
Student will be able to know abowut theory |di tons i class, Self-questi Students will achieve success m
a0 maicmg by students for better exanrat,
FEBRUARY |Revision for AE i darity by o G =
MARCH ANNUAL EXAMINATION




